Attachment B
First Time WinZip Users:
Step 1

Right click on the filed and then mouse over “send to” and then click “Compressed
(zipped) Folder™.

Marne Size | Type hH]
A |[CIMRCS eDirectives - NE_440_5_12, PGM — Adj... File: Folder 511
? 440-3-12, pdf 65 KB  Adobe Acrobat Doc...  5f1
119KE  Microsoft Excel Wor...  5f1

f—r Open
- ME 440-81 -, 65 KE Adobe Acrobat Doc... 51
@NRCS eli Print 1KE HTML Dacument 51
E] MRS el 1 KB Text Document 511

Save As...

" Convert to Adobe PDF
" Convert to Adobe PDF and EMail
. Combine in Adobe Acrobat, ..

Open With 3

B Scan for viruses...

Cut @ Deskhop (create shorkout)
Copy _) Mail Recipient

Create Shorbcut hI—J Iy Documents

Delete [ NOTEPAD

Rename

Pocket_PC My Documents
Prinker On LPT1
i DVDJTD-RMW Drive (D)

Properties

%@ Mew Volume (E:)

Step 2

Right click the zip file that you just created. Mouse over “open with” and then click on
“WinZip”.

x Mame Size | Tvpe Date Modified

| [CIMRCS eDivectives - NE_440_8_12, PGM — Adj... File Folder 5152008 530 AM
T 4a0-8-12.pdf 65 KE  Adobe Acrobat Doc...  S/15(2008 9:34 AM
@_]nlu:urngram_matrix_DS_DS‘xls 119KE  Microsoft Excel War...  5/15/2008 9:26 AM
Z1KE  WinZip Fils £ 102005 2: 15 PM

T NB 440--12pg  OPen with WinZip 65KE  adobe Acrobat Doc...  S715/2008 9:34 AM
EINRCS eDirectivg T 1KE HTML Document 5/15/2008 9:30 AM

2] NRCS eDirective EXPIore LKE  Text Document 5{15/2008 5:31 AM

B Scan for viruses...

"% Corwert ko Adobe PDF
" Corwert ko Adobe PDF and EMail

Open

Send To p ET =d (zipped) Folders
@ Internet Explorer

Cut

Copy Choose Prograr, .

Create Shorkout
Delete
Rename

Properties




Step 3

After this has been completed for one file WinZip will then show up as a selection when
you right click on the file.

Mame Size  Type Date Modified

| |CINRCS eDirectives - NE_440_8_12, PaM — Adj... File Falder S/15/2005 9:30 &M
? 440-5-12. pdf 65 kB Adobe Acrobat Doc,..  S/15/2008 9:34 AM
@_]Alljrogramfmatrixjsjﬂ.x\s 119KE  Microsaft Excel War,., S/15/2008 9:26 AM
_—yAIIJ:rogram_matrix_DS_DS.zip 21 KB WinZip File 6/10/2008 2:18 PM

- 65 KB  Adobe Acrobat Doc,..  5/15/2008 9:34 AM

ElNrcsenirg 0PN with Adobe Reader & LKE HTML Document 51572008 9:30 AM

[Z] HRCS eDire gr?:: KB Tex: Document S/15/2008 9:31 &M

Open With 3

§J Scan For viruses...

Send To

4
3 Add to recently used Zip file 3

Cut 9 Zip and E-Mail ME 440-5-12.zip

Copy 9 Zip and E-Mail Plus...
Caonfigure

Create Shaorkcut 2 J

Delete

Rename

Fropetties




